
AGREEMENT TO TRANSFER RECORDS TO
THE NATIONAL ARCHIVES OF THE UNITED STATES

1. INTERIM CONTROL NO. (NARAUseOnly)

AUTHORIZED FOR LOCAL REPRODUCTION

TERMS OF AGREEMENT
The recordsdescribedbelow and on the attached pagesare depositedin the
National Archives of the United Statesin accordancewith 44 U.S.C. 2107. The
transferringagencycertifies that any restrictionson the useof theserecordsare in
conformance with the requirements of 5 U.S.C. 552.

In accordancewith 44 U.S.C. 2108, custody of these records becomes the
responsibility of the Archivist of the United Statesat the time of transferof the
records. It is agreedthat theserecordswill be administeredin accordancewith the
provisionsof 44 U.S.C.Chapter21, 36 CFR XII, 36 CFR Part1256andsuchother
rulesandregulationsasmay be prescribedby the Archivist of the United States(the
Archivist).  Unless specified and justified below, no restrictions of the use of these

recordswill be imposedotherthanthe generalandspecificrestrictionson the use
of recordsin the NationalArchivesof the United Statesthat havebeenpublished
in 36 CFRPart1256or in theGuideto theNationalArchivesof theUnitedStates.
The Archivist may destroy, donate, or otherwise dispose of any containers,
duplicatecopies,unusedforms,blank stationery,nonarchivalprintedor processed
material, or other nonrecord material in any manner authorized by law or
regulation. Without further consent,the Archivist may destroydeterioratingor
damageddocumentsafter they havebeencopiedin a form that retainsall of the
informationin theoriginal document.TheArchivist will usetheGeneralRecords
Schedule and any applicable records disposition schedule (SF 115) of the
transferring agency to dispose of nonarchival materials contained in this deposit.

2A. AGENCY APPROVAL

2B. NAME, TITLE, MAILING ADDRESS

3A. NARA APPROVAL

3B. NAME, TITLE, MAILING ADDRESS

Signature Date

Signature Date

RECORDS INFORMATION

NARA PROVIDES

4A. RECORDS SERIES TITLE

4B. DATE SPAN OF SERIES (Attach any additional description.)

5A. AGENCY OR ESTABLISHMENT

5B. AGENCY MAJOR SUBDIVISION

Name

Date

5C. AGENCY MINOR SUBDIVISION

5D. UNIT THAT CREATED RECORD

5E. AGENCY PERSON WITH WHOM TO CONFER ABOUT THE RECORDS

Signature

Telephone Number  (          )
6. DISPOSITION AUTHORITY:

7. IS SECURITY CLASSIFIED INFORMATION PRESENT? NO YES

LEVEL: CONFIDENTIAL SECRET TOP SECRET

SPECIAL MARKINGS:

INFORMATION STATUS:

RD/FRD SCI NATO

OTHER

DECLASSIFIESEGREGATED

FEDERAL RECORDS CENTER (Complete8Bonly)

8. CURRENT LOCATION OF RECORDS

AGENCY (Complete8Aonly)

8A. ADDRESS

8B. FRC ACCESSION NUMBER CONTAINER NUMBER(S) FRC LOCATION

AGENCY MANUAL EXCERPT

PRIVACY ACT NOTICE

PHOTOGRAPHS

ADDITIONAL DESCRIPTION

OTHER

LISTING OF RECORDS TRANSFERRED

MICROFORM INSPECTION

OTHER

NA FORM 14097 OR EQUIVALENT

SF(s) 135

10. VOLUME: CONTAINERS:

CU. MTR. (CU. FT.            ) NUMBER TYPE

11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE ARCHIVES

12. ARE RECORDS FULLY AVAILABLE FOR PUBLIC USE?

YES NO

(If yes, cite Agency system Number and Federal Register volume
and page number of most recent notice and attach a copy of this
notice.)

ATTACHMENTS

RG

17. NATIONAL ARCHIVES ACCESSION NO.

SF 258 (9/1995)
PRESCRIBED BY NARA 36 CFR 1226

YES NO (If no, attach limits on use and justification.)

15. SHIPPING INSTRUCTIONS TO AGENCIES/REMARKS REGARDING DISPOSITION

16. RECORDS ACCEPTED INTO THE NATIONAL ARCHIVES OF THE UNITED STATES

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION

PAPER DOCUMENTS

PAPER PUBLICATIONS

MICROFILM/MICROFICHE

ELECTRONIC RECORDS

POSTERS

MAPS AND CHARTS

ARCH./ENG. DRAWING

MOTION / SOUND / VIDEO

13. ARE RECORDS SUBJECT TO THE PRIVACY ACT?

9. PHYSICAL FORMS



INSTRUCTIONS

7.IS SECURITY CLASSIFIED INFORMATION PRESENT? If the
recordscontainsecurityclassifiedinformation check"Yes" and indicate
the highest level of classification present. Indicate any additional
applicable national security special accessrestrictions (e.g., Sensitive
CompartmentedInformation- SCI or North Atlantic TreatyOrganization-
NATA). RestrictedDataandFormerlyRestrictedData- RD/FRD- refers
to information subject to the Atomic Energy Act of 1954. Check
"Segregated" to indicate that security classified records have been
segregatedfrom unclassifiedrecordsor information subject to special
accessrestrictionshasbeensegregatedfrom otherclassifiedinformation.
Check "Declassified" to indicate whether any records have been
declassified,and provide both the authority for declassificationand a
description of the declassified records.

8.CURRENTLOCATION OF RECORDS.Checktheappropriatebox for
thecurrentlocationof therecords. If therecordscurrentlyarein a Federal
recordscenter,complete8B. If the recordsarelocatedin the transferring
agency or other location, complete 8A.

8A.For records located in the transferring agency or other location,
provide a complete address.

8B.For records located in a Federal records center, name the center,
providetheFRCaccessionnumberandcontainernumber(s),andtheFRC
location.

9.PHYSICAL FORM(S): Check all the boxesthat apply to the records
included in the transfer.

10. VOLUME: Includeboth thecubic feetof therecordsandthenumber
and type of containers holding the records.  For example:

Cu.Ft. 15: Number15: TypeFRCboxes.
Provide separatevolume figures for each physical type of records,
continuing on a separate sheet as necessary.

11. DATE RECORDS ELIGIBLE FOR TRANSFER TO THE
ARCHIVES: Indicatethe datethe recordsareeligible for depositin the
NationalArchives. This dateis determinedby thedispositioninstructions
for each item in the approved SF 115 or agency manual.

12. ARE THE RECORDSFULLY AVAILABLE FORPUBLIC USE? If
the records are exempt from releasepursuantto the FOIA, 5 U.S.C.
552(b)91-(9) and (c)(1)-(3), this must be fully justified. List all
exemptionsthat apply. If exemption(b)(1) is cited, completeblock 7
accordingly. If (b)(3) is cited, include the full citation for the relevant
statute. If the recordsaresubjectto copyright,identify affecteditemsand
the copyright holder.

13. ARE THESERECORDSSUBJECTTO THE PRIVACY ACT? The
National Archives is requiredto notify the public, through the Federal
Register,whenit takescustodyof recordssubjectto the provisionsof the
PrivacyAct, 5 U.S.C.552a. Theoriginatingagencyshouldusethis block
to indicate whether the recordscoveredby this SF 258 are part of a
PrivacyAct "systemof records"andincludea citationto anda copyof the
Privacy Act notice publishedby the agencyfor the system. NARA will
use the transferring agency’snotice to inform the public, through the
Federal Register,that the recordshavebeentransferredto the National
Archives and that no further modification of them is possible.

14. ATTACHMENTS: Check the appropriatebox(es) and indicate the
attachment(s) being submitted with this form.

15. SHIPPING INSTRUCTIONS TO AGENCIES/REMARKS
REGARDING DISPOSITION: NARA uses this space to provide
shipping instructions relating to transfers.

16. RECORDSACCEPTED INTO THE NATIONAL ARCHIVES OF
THE UNITED STATES: The appropriateNARA representativesigns
block 16 after the recordshave beenreceivedat a NARA facility and
NARA hasconfirmedthat the recordsreceivedare the recordsdescribed
in block 4. Transfersto NARA arenot final until NARA hassignedblock
16.  NARA sends the agency a copy of the completed form.

17. NATIONAL ARCHIVES ACCESSION NO.: NARA assigns this
unique, permanent control number to each transfer of records.

NATIONAL ARCHIVES AND RECORDS ADMINISTRATION STANDARD FORM 258 (9/95) BACK

GENERAL: This form may be initiated by the transferringagencyor
the NationalArchivesandRecordsAdministration(NARA). Prepare
a separate SF 258 for each series or SF 115 item being transferred.

WHEN INITIATED BY AN AGENCY:Theagencycompletesblocks
2 and 4 through 14 using the instructionsbelow. Block 2 must be
signedanddated. Sendtheoriginal to theappropriateaddress60 days
before the records are to be transferred to the National Archives.

WHEN INITIATED BY NARA: NARA completesblocks 1 and 4
through14 andsendsthe original to the transferringagency’srecords
officer. Theagencycompletesblock 2, completesor correctsblocks4
through14. Block 2 mustbesignedanddated. Theagencysendsthe
original to theappropriateaddress60 daysbeforetherecordsareto be
transferred to the National Archives.

MAILING ADDRESS: Mail thecompletedform to eithertheaddress
below or the appropriate National Archives regional archives.

AccessionsControlStaff (NN-E)
Office of theNationalArchives
NationalArchivesandRecordsAdministration
8601Adelphi Road
CollegePark,MD 20740-6001

If you do not know the addressof the appropriateregionalarchives,
telephone the Accessions Control Staff at 301-713-6655.

* * * * *

1. INTERIM CONTROL NUMBER: Leaveblank. NARA will fill
in.

2. AGENCY APPROVAL: The agency records office having the
delegatedauthorityto transfertherecordswith NARA shouldsignand
date the form here(2A) and provide his/hername,title and mailing
address (2B).

3. NARA APPROVAL: When a proposalto transferrecordsto the
National Archives of the United Statesis approved,the appropriate
NARA official completes 3A and 3B.

4A/B. RECORDSSERIESTITLE/DATE SPAN OF SERIES: The
informationprovidedshouldincludea recordsseriestitle, a statement
of how the recordsare arranged,datesof coverage,and sufficient
detail to describethe body of recordsbeing transferred. If accessto
the recordsis gainedor facilitatedthroughan index,box list, or other
finding aid, includeit with the recordsbeingtransferred.Indicatethe
appropriatedisposition authority number if the index is scheduled
separately.If therecordsarein a FederalrecordsCenter(FRC)attach
each applicable SF 135, Records Transmittal and Receipt. For
electronic records, describe any related documentation.

5. Fully identify the unit (5D) that createdor organizedthe records.
Usually this is not theagency’srecordsmanagementoffice. Placethe
creatingunit within its organizationhierarchy(5A-5C). For example,
the responsibleunit is a branch (5D), within a division (minor
subdivision) (5C), within an office (major subdivision) (5B), and
within the agencyor major componentof a department(5A). Block
5A shouldbe the official or legal nameof the agencyor bureauas
publishedin the U.S. GovernmentManual. In block 5E include the
nameandtelephonenumber(including theareacode)of a personwho
shouldbe contactedif NARA hasany questionsaboutthe records. If
the originating agency no longer exists, provide the name of the
contact person at the successor agency.

6. DISPOSITIONAUTHORITY: This citation mustbe included. It
canbeeitherthe item numberassignedto therecordswithin a records
disposition schedule (SF 11‘5) approved by NARA or the item
numberassignedto the recordswithin an agencyrecordsdisposition
manualbasedon a NARA-approvedSF 115. If the agencymanual
numberis used,attacha copy of the pertinentpagesfrom the agency
manual.


